
Schools New to the Private 
School Choice Program in 
the 2022-23 School Year
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Topics Covered

• How to complete the Notice of School's Intent to Participate (ITP)

• Hours of Instruction

• Auditor Fee

• Required school policies

• Surety Bond Requirements

• Financial Documents

• Student Information System (SIS) and WISEdata requirements

• Next Steps 

2



School Registration Information Webpage

• The Choice Program webpage has all forms schools need to register for 
the Choice program.

• Schools should read the new school cover letter on the webpage for 
directions on how new schools may request access to the Online 
Application System (OAS) to complete the ITP.

• The webpage has a checklist to assist schools with registration process.

• All school registration forms and the auditor fee are due to the DPI by 
January 10, unless otherwise noted in the cover letters.
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Intent to Participate (ITP)

• The ITP is required for all new and continuing schools and must be 
completed every year in order for  a school to participate in the 
Choice program. 

• The ITP must be completed by the Choice Administrator in the 
Online Application System (OAS).

• A Choice Administrator is defined as: An owner of the school or an 
individual appointed as the school’s administrator by the school’s 
governing body.

• The ITP indicates the school’s intent to participate in the Choice 
program for the upcoming school year and agreement to comply 
with all program requirements.
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Gaining Access to ITP

• The School’s ITP will be submitted through the DPI’s Online Application System (OAS).

• To request access to OAS, the new school’s Choice administrator must email the following information to 

privateschoolchoice@dpi.wi.gov:

1. Private School Code: See the Private School Directory for the code. Schools may also access the directory from Private 

School Choice Programs homepage (fourth from the bottom on left menu bar).Schools that do not have a private school 

code may have been required to meet certain requirements by the prior August 1 to be eligible to participate in the 

Choice program in the upcoming school year. See the school registration page for additional information.

2. School legal name: The school’s legal name should match the school’s name in the Private School Directory. If the 

school’s legal name is not correct in the Private School Directory, please also indicate this in the email and the DPI will 

provide next steps.

3. School’s Choice administrator legal name: Include the Choice administrator’s first and last legal name.

4. School’s Choice administrator phone number: Include school phone number for administrator.

5. Request statement: A statement that the Choice administrator is requesting access to OAS for the new school to 

complete the ITP for the 2022-23 school year.
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ITP Instructions

• The Administrator 

must select that he 

or she accepts the 

language included 

on the opening 

page of the ITP in 

order to continue.
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New vs. Existing Private School

• The  Intro of the ITP 

explains which types 

of schools should be 

filling out the ITP.

• Difference between 

“New Private School” 

and “Existing Private 

School”.
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Intent, Cover Letter, and Checklist

• In order to continue, the Choice 

Administrator must read the 

Cover Letter and Registration 

Checklist.

• The Cover Letter contains 

important requirements for the 

Choice Program.

• The Administrator must select 

“Yes” in order to continue 

through the ITP.

• The new school cover letter can 

be found at the School 

Registration Information.
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School Information

• The school’s legal name will 

prepopulate based on the 

information shared with the 

DPI when gaining access to 

OAS.

• The Administrator needs to 

enter the school’s phone 

number.

• If the FEIN or Aids Register 

Agency ID is unknown TBD 

may be entered.

• The school’s Aids Register 

Agency ID can be found here: 

https://apps4.dpi.wi.gov/AID/Ho

me
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School Locations
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• New schools will 

not have any 

addresses listed. 

The 

Administrator 

must click “Add 

Location”.



School Locations

• After clicking “Add 

Location” a grey box will 

appear with blanks to fill 

in the information for 

the school’s locations.

• At least one location 

must be used for 

instruction, be the 

primary location, and be 

the mailing address for 

the school. 
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School Locations

• Once a location is 

saved it will show up as 

indicated in the 

picture.

• The address can be 

edited or deleted.

• Another location can 

be added by clicking 

“Add Location”.
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School Locations

• A review of 

locations from 

previous years will 

take place after all 

locations are 

entered.

• New schools will 

have no changes 

from the prior 

year.
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Choice Administrator

• Enter the 

Administrator’s 

school email.

• Enter the 

Administrator’s 

personal mailing 

address.
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Choice Administrator

• Select “Has a bachelor’s 

degree…” to fill out the 

information for the 

Administrator’s 

credentials for either a 

bachelor’s, master’s, or 

doctorate degree.

• A copy of the degree or 

an official transcript is 

required as the school’s 

auditor will review the 

documentation.
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Choice Administrator

• Select “Has a current 

teacher…”to fill out 

the information for 

the Administrator’s 

credentials as a 

licensed teacher or 

administrator.

• Use the link to look 

up the license number 

and expiration date.
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Programs

• Select “Yes” or “No” 

to which programs 

the school will or will 

not participate in for 

the 2022-23 school 

year.

• A school may 

participate in one, 

two, or all three 

programs.
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Application Periods

• The Administrator will 

select which application 

periods the school will 

participate in based on 

the programs selected.

• Select “Yes” or “No” for 

each application period.

• The WPCP only has one 

open application period. 
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Grades

• Select all grades offered by the 

school and the grades offered for 

Choice program(s) for the 2022-23 

school year.

• The school must offer the grade in 

order to offer the grade for Choice.

• The school may offer different 

grades for each program and is not 

required to offer Choice for all 

school grades.

• Select “Yes” or “No” for each grade 

and each program. 

• Schools may use the “Check 1-8” and 

“Check HS” to select all the grades 

listed below the boxes.
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Grades

• Each Choice grade selected 

must have at least 1 seat 

available.

• Seats entered must be given 

out to eligible Choice 

applicants.

• The Administrator should 

only enter the seats they 

have available or expect for 

Choice applicants, as the 

number entered here drives 

the Surety Bond calculation. 

• Click “Save” to save 

progress on this screen.
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K4

• A school may not offer K4 as a 

grade if the school is in a 

community partnership with a 

public school district. 

• The first question must be 

answered No, if Yes, go back 

and remove K4.

• The Administrator will select 

if the school will offer K4 with 

Outreach. 

• Information on Outreach can 

be found in the K4 Parental 

Outreach Activities Bulletin.
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Grades

• A review of grades offered 

across programs and 

offered by the school will 

be checked.

• If grades are offered by the 

school and not in one of the 

Choice programs the 

school will have to confirm.

• If grades are not the same 

across all Choice programs 

the school will have to 

confirm.

• New schools will not have 

to check schools offered in 

the previous school year. 
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Summer School

• Select “No” 

or “Yes” if 

the school 

will offer 

summer 

school for 

the  summer 

of 2022.
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Summer School

• Selecting “Yes” will require 

the Administrator to enter 

the total expected number 

of summer school Choice 

students across all 

programs.

• The numbers are broken 

out by K4-8 students and 

9-12 students.

• These numbers will factor 

into the school’s surety 

bond calculation.
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Financial

• The school’s surety bond 

will be calculated based on 

the number of seats the 

Administrator entered in 

the Grades and Summer 

School sections.

• The school will select to 

submit to DPI either a 

surety bond or a DPI 

Budget & Cash Flow 

Report, due first weekday 

in May.

25



Financial

• The selection does 

not bind the school 

to either option.  A 

mandatory training 

will be held in 

February/March 

focusing on the 

financial 

requirement. 
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Random Selection

• Schools that 

participate in the 

RPCP and/or MPCP 

conduct their own 

random selection 

process.

• The school may 

choose to agree to use 

the DPI’s random 

selection agreement 

or submit its own.
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Random Selection

• The WPCP Random 

draw is completed by 

the DPI.

• Schools that only 

participate in the 

WPCP are required 

to check the box and 

agree to the DPI 

conducting the 

random selection. 
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Review/Submit

• Be sure to read through 

the Agreement 

language.  

• Check the box once the 

Administrator 

understands the school 

will need to meet the 

requirements of the 

Choice program set out 

in state statute and rule. 

29



Hours of Instruction

• For new Choice schools, due to DPI by the first weekday in 

May via email and in excel document found on the DPI 

website.

• Wis. Stats. 118.60(a)8 and 119.23(2)(a)8 require private 

schools in the choice program to provide at least:

• 1,050 hours of direct pupil instruction in grades 1-6

• 1,137 hours of direct pupil instruction in grades 7-12
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Hours of Instruction

• Revisions are allowed if changes are needed as long as 

minimum hours of instruction are met

• However, if a school needs to shorten its term, the school 

must get prior written approval from DPI using the School 

Information Update form
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Hours of Instruction

• The Hours of Instruction Report is available on our website

• The school should download the excel document and save 

a file in its system

• Step by step instructions can be found on Training 3-1 of 

the On Demand Training 
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Hours of Instruction

• Example of summary page of form

• Enter data into yellow fields—white fields 

are text or numbers you can’t change

• Tabs will take you through entering data 

for different grade levels

• Schools should be in session on the count 

dates—Third Friday in September and 

Second Friday in January

• Your planned hours should be over the 

minimums required in case there are 

snow days or other days the school is 

unexpectedly closed
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Combined School Agreements

State law allows for a new school first participating in the RPCP or WPCP to enter 

into an agreement to be subject to the same governing body as a private school 

currently participating in the RPCP or WPCP.   This is called a combined school 

agreement.

Under this agreement: the prior year attendance requirements for students would 

not apply to the new school for up to two years. 

Schools interested in a combined school agreement must notify the DPI by January 

10.

If your school is considering this option, please contact the DPI for further 

information and see the Combined School Agreement Bulletin.
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Auditor Fee

• All schools that participate in the PSCP are required to 

submit a non-refundable auditor fee

• Schools may make the payment in the form of a cashier’s 

check made payable to DPI or electronically.

• Amount due for the 2022-23 school year - $275
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Auditor Fee

• The address used to mail the fee differs from the address used to 

deliver the fee, make sure to use the appropriate address

• It is recommended that schools pay electronically for the 2022-

23 school year

• Make sure to read the Auditor Fee Form carefully, the form can 

be found on our website

• The form and fee must be received by the DPI by Jan 10.
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Disclosure of Information

• Due Jan 10th

• Two Part Requirement

• Both the Template and form are posted on our website

• Part 1 – Statutorily Required School Policies and Information

• Part 2 – DPI Disclosure of Information Form, which includes

• Board member signatures

• A checklist for the statutorily required policies and information
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Required Information – Contact Info

• School name

• Address

• Telephone number of the school

• Name of one or more contact persons at the school

• The list of the members of the school’s governing body and of the 

school’s shareholders

• The list of board members must match the list that is included on the Disclosure of 

Information form.
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Required Information – Organization Status

• Statement whether or not the private school is operating as a for 

profit or not for profit

• The school must specifically state if the organization is a for or not for profit

• A copy of the school’s 501(c)(3) certificate issued by the IRS, if the 

school is a nonprofit organization

• If the school does not yet have a 501(c)(3) the school must apply for 

one through the IRS and check the appropriate box on the Disclosure 

of Information form

39



Required Policies – Application Appeals 
Process

• Schools may only reject a Choice application if the application does 

not meet program requirements. 

• Schools must conduct a random selection, if applicable, prior to the 

next open application period, within 60 days after the end of the 

application period, or prior to the next count date, whichever comes 

first. Therefore, there is a limited time for appeals.

• Schools participating in the WPCP must provide final verification prior 

the first weekday in May.  Therefore WPCP schools will need to 

receive appeals soon after receiving documentation. 
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Required Policies – High School Diploma

• If your school grants high school diplomas, the criteria must include:

• The pupil’s academic performance

• Recommendations of teachers

• Successful completion of the civics test

• Choice Students may opt out of religious instruction, as such religious courses.  

These courses cannot be a requirement for graduation or grade promotion. The 

policy must indicate what courses the student could take in place of required 

religious instruction.

• Indicate that your school does not grant a high school diploma, if a school is not a 

high school, in this section. 
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Required Policies – Non-Harassment Policy

• The school’s non-harassment policy, not the school’s 

employee non-harassment policy

• The policy must include

• To whom and what format the harassment should be reported, i.e. verbal 

and/or written

• Procedures for obtaining relief from harassment, including potential 

disciplinary actions and who will enforce these actions
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Required Policies – Suspension and Expulsion 
and Appeal Procedures

• Suspension and expulsion policies and procedures must include:

• Types of conduct that will result in a suspension or expulsion

• Notice provided to parents

• Appeal for a suspension or expulsion must include:

• Time frame for appeals 

• To whom the appeal should be submitted

• Format of the appeal: written or verbal

• When and by whom the decision of the appeal will be made, and how the decision will be 

communicated to the parent
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Required Policies – Transfer of Credits

• Transfer of Credits policy is required of all schools, not just 

high schools

• School must explain how it will evaluate coursework and 

accept or deny the coursework or credits earned at 

another school

• Must be a process for determining grade placement
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Required Policies – Visitor Policy

• Policy governing visitors to the school

• Check-in procedure, if any.

• Limits on visitors or time for visiting, if any.

• Identification requirements, if any.
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Disclosure of Information Form

• Must be filled out in its entirety

• Names, signatures, and addresses of all board members

• 2nd page checklist not required but used as a tool to make 

sure everything is included in the Disclosure of Information 

46



47

Surety Bond DPI Budget & Cash Flow Report

Due Date May 1 May 1, DPI determines whether the 
school meets the requirements by
August 1.

Frequency of 
Requirement

Annual until the requirements to 
remove the bond are met.  A revised
bond may be required for a new 
amount each year if the expected 
payment increases based on actual 
pupil counts.

First year of participation.

New School Financial Requirements

• Schools new to the Choice programs must submit either the (1) DPI Budget & Cash 

Flow Report, including all related attachments; or (2) Surety Bond.

• Schools may not change which option they will use after May 1.



Surety Bond or Budget & Cash Flow Report

• A surety bond or Budget & Cash Flow Report is due by May 1.

• The budget must show the school meets the following 

requirements:

• The school is financially viable

• The school has sufficient contingency funding
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Surety Bond Required Amount

• Must be equal to 25% of the total amount of expected Choice payments 

to be received by the school in the upcoming school year. 

• The expected payments are based on the number of available seats in 

the ITP.

• Schools that have a 3rd Friday in September Choice pupil count that is 

higher than the expected payment amount based on the number of 

available seats in the ITP may be required to provide a revised bond.
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Surety Bond Info

• A prefilled surety bond form will be sent to the school if, on 

the ITP, the school indicated it would use the surety bond 

option

• The school must use this prefilled surety bond form 

• The surety bond must be emailed to DPI

• Any company that issues bonds may provide the bond

• Schools may start by contacting their insurance agent
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Surety Bond Form

• Legal Entity Name: this must be the legal entity name 

that is associated with the school’s Federal Employer 

Identification Number (FEIN or EIN)

• Doing business as will be prefilled
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Surety Bond Form

These must be the signatures of 
individuals from the company 

providing the bond.  Both 
signatures are not required.

This must be completed by an 
authorized individual from the 

school,  such as the Choice 
administrator or the head of the 

governing board.
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Surety Bond

• The DPI may call upon a bond for a number of reasons 

including:

• The school failed to timely file the financial audit or enrollment 

reports; or 

• The school failed to timely pay the DPI for any amount due.
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Surety Bond

• If a school chooses the surety bond option, it must annually 

provide a surety bond by May 1 until it provides all of the 

following:

• A financial audit for the legal entity of the school that is prepared in accordance with 

generally accepted accounting principles (GAAP) that does not contain any indicators 

that the school is not financially viable.  The financial statements must include two 

years of financial statements and both years must be audited.

• Evidence of sound fiscal and internal control practices for the school year in the 

financial audit and for the subsequent school year.
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Non Financial Viable Indicators

• The financial audit opinion contains an emphasis of matter 

or an expression of the auditor’s doubt as to the school’s 

ability to continue.

• Either year in the financial audit has any of the following:

• Total assets are less than total liabilities.

• Current assets are less than current liabilities.

• The change in net assets are negative unless the alternative option is used.
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Non Financial Viable Indicators (cont)

• The school failed to make payments to vendors as required per 

written agreement or, if there is no agreement, within 90 days 

of invoice or payment request.

• The school has past due amounts with government agencies, 

including payment of employee withholdings, even if the school 

has entered into a payment plan with the government agency.

• The school failed to pay employees as required.
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How to Request an IRS EIN Letter

57

New Schools to the Choice Program

1. All new Choice schools are required to provide an Employer Identification Number 
(EIN)  Confirmation Letter.  This  letter is issued by the IRS.   

2. The confirmation letter includes the school’s:
• Legal Name
• Address
• Employer Identification Number (EIN or FEIN)

3. The EIN Letter will be utilized  by the new Choice schools  and  DPI for:
• Verifying the school’s legal name if a school chooses the Surety bond option
• Setting up new schools  to receive their Choice payments via  ACH

*Please note: IRS laws, forms, and their related web links are subject to change by the IRS.



How to Request an IRS EIN Letter (cont)
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Steps to Obtain Your School’s EIN Letter

1. First, it is recommended to ask the school’s accountant, business office, and/or 
payroll office to see if they have the school’s original EIN confirmation letter.

2. If the school is unable to locate its EIN letter, then the school will need to contact the 
IRS and request a duplicate copy.

3. The following IRS web address provides an explanation of EIN numbers: 
https://www.irs.gov/businesses/small-businesses-self-employed/lost-or-misplaced-
your-ein

4. This webpage also lists the IRS’s call center number at 800-829-4933 for requesting 
a duplicate copy.  Generally, the call center is open from 7am to 7pm. 

https://www.irs.gov/businesses/small-businesses-self-employed/lost-or-misplaced-your-ein


How to Request an IRS EIN Letter (cont)
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EIN Confirmation Letter Recommendations

1. It is important to remember that the school is not requesting  a new Employer 
Identification Number.  

2. The school is requesting that the IRS mail a  duplicate copy of its original EIN Letter. 

3. The school should start this process early because it can take several weeks to 
obtain a duplicate EIN Letter from the IRS.

4. Also, wait times at the call center can be long.  It is recommended that you use the 
IRS call back feature. 
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How to Request an IRS EIN Letter (cont)

EIN Confirmation Letter Example:

Source: Freewaytax.com 



How to Request an IRS EIN Letter (cont)
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Helpful Hints For Obtaining Your EIN Letter

1. Work with your school’s accountant, business manager, or payroll office, if applicable.

2. If the school is unable to locate its original EIN Letter. Contact the IRS to obtain a duplicate copy at 800-
829-4933.

3. The EIN Letter should be emailed to: dpichoiceauditreports@dpi.wi.gov

4. If the school has any further questions about obtaining an EIN confirmation letter. Please contact:
dpichoiceauditreports@dpi.wi.gov

5. For general school related fiscal and audit questions, please email our general mailbox at:
dpichoiceauditreports@dpi.wi.gov

6. Are there any questions at this time related to EIN confirmation letters?

mailto:dpichoiceauditreports@dpi.wi.gov
mailto:dpichoiceauditreports@dpi.wi.gov
mailto:dpichoiceauditreports@dpi.wi.gov


Student Information System (SIS)

• Contact your SIS vendor to notify them you will be 

working with DPI and WISEdata.

• Get a SIS vendor from the approved list, if you do not have 

a vendor

• Schools that currently do not have a SIS should contact 

and procure a vendor on the list as soon as possible
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WISEdata

• A WAMS ID is required to access the WISEdata portal.

• Data flows from your SIS to WISEdata.

• It is up to the school and Choice Administrator to make 

sure the data submitted is correct.

• Access to WISEdata will be delegated by the Choice 

Administrator.
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WISEdata

• Be sure to read the Welcome to WISEdata document found 

on the WISEdata webpage

• Sign up for WISEdata training in early August at DPI
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Report Cards

Data submitted through WISEdata is used to produce statutorily required school report cards.

All Choice schools receive a Private School - Choice Students Report Card.

• This report card only includes Choice students.

Choice schools may choose to also have a Private School - All Students Report Card. 

• This report card includes both Choice and non-Choice students.  Schools choosing to have 

an All Students Report Card must submit data for all students.

Schools must decide by the first weekday in August if they want to have a Private School - All 

Students Report Card in addition to the Choice Students Report Card.
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New School Training Requirements

Choice administrators for new schools must complete the following training:

• By January 14, Choice Programs Requirements Training and Quiz (Online)

• By January 14, Online Application System (OAS) Access Training and Quiz (Online)

• In February or March,  Fiscal Management Training  

Strongly recommended that school’s accountant/bookkeeper also attend this training.

In addition, it is strongly advised the new schools have more than one representative who 

qualified to serve as the school’s Choice administrator complete the trainings.  New schools are 

not permitted to change Choice administrators prior to August 1, unless the individual has 

completed the required training.
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Designees

• Choice administrators may designate up to three individuals to assist with 

processing Choice student applications.

• The designee form may be submitted at any time during the school year.

• Form: https://dpi.wi.gov/parental-education-options/choice-programs/school-

reports.

• The designee form must be signed by the Choice administrator and designees and is 

emailed to privateschoolchoice@dpi.wi.gov. 

• The designee must submit a signed form and complete the required training before 

access to the Online Application System will be provided. 67
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Summary – Registration

By January 10, the school’s Choice Administrator must:

1.  File the Intent to Participate (ITP) via OAS

2.  Pay the Auditor Fee with a cashiers check and submit the Auditor Form

3.  File certain school policies and board member information (First year only)

4.  Complete Required Training (First year only)

5.   Submit a Designee Authorization Form (Optional)
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Things to Consider

As you start the registration process, consider the following:

• What Choice Programs will your school participate in

• What grades levels and seats will be available for Choice students

• When will your school accept student applications

• Will your school offer Choice summer school

• Will you school choose the budget or surety bond option

• What is your school’s calendar for 2022-23

• Will your school have changes/updates to school board policies and 

board members

• Does your school have a certified SIS vendor
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Next Steps

• Register by January 10

• Complete training

• Auditor

• Accreditation/Preaccreditation

• SIS Vendor

• Insurance

• Staff Credentials and Background Checks

• Overview of the Choice Webpage
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Contact Us

Website: http://dpi.wi.gov/parental-education-options/choice-

programs

Email: privateschoolchoice@dpi.wi.gov

Phone: 1-888-245-2732 ext. 3

• Consultants

Sheryl Cordell, Corban Gehler, Ryne Franz, and Kim Reniero

• Auditors

Rob Monroe, Andrea Kratz, and Doug Kohanski
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